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Module Overview
The AR/Billing and Cash Receipts Module provides a database to capture Billing, Client and Cash Receipt information and provide the postings to the Host Finance System. The purpose of the system is to provide detail and summary data and reports supporting the bill generation, cash receipts and client information. The AR Module can be accessed off the menu bar through Finance-Accounts Receivable.
Security

The user must have access to the AR Module on the security screen under Module Assignment. Appropriate access needs to be given under User Permissions. Types of permissions are:
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AR District Setup – the user can maintain the address, email, phone, contact information and other setup information required for the module.

Billing Data Entry Only - the user can enter Billing batches, but cannot post them.

Billing Edit/Post Any Batch - the user can edit and post.

Billing Edit/Post My Batches - the user can edit and post only their batches.

Billing Print - the user can print invoices.

Client Update - the user can change client information, add clients and delete clients that have no activity.

Client View Only - the user can only view client information.

Receipt Print - the user can print Receipts.

Receipts Data Entry Only - the user can enter Cash Receipts.

Receipts Edit/Post Any Batch - the user can edit and post their batch or other users' Billing batches.

Receipts Edit/Post My Batch - the user can edit and post their Cash Receipts batch.

District Setup
Access District Setup off the Menu at View, District Setup in the module.
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There are three screens that need to be filled out. -- Address Information, Default Data and Bill Types.
Address Information
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This address and phone, fax and email will print at the top of the Bills.

Default Data
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Default data for your AR system setup is maintained on this screen.  The default cash account will populate when entering a cash receipt on the debit tab.  This can be changed on the receipt.  Choose Yes or No whether you want the system to auto generate your receipt number and what number you want the system to begin with.  The Trans Date Change Range is the amount of days you will allow +/- a Receipt to be entered from the data entry date.  The remit type most commonly used will default in the receipt but also can be changed.  If you want the system to consolidate the lines of receipts that are using the same accounts check Yes.  If you want them posted as entered choose No.  Billing Information required is the option of auto generating the bill number and the amount of days you can date a bill +/- from the data entry date.  You can also choose whether you want the comment on the bill to sent the remit copy back with the check.  Choose Yes if you want this to print or No if you do not mail a remit copy of the bill.  Check OK at the bottom of the screen after making any change.  
Invoice Types
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Invoice types are a way of sorting invoices for reports and filters.  These need to be set up as they are district specific.  Press OK when finished entering these.
Opening the A/R Module

Sign-on to SMART to gain access to the A/R Module.     Select Finance,   Accounts Receivable from the menu.
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The list screen for the Receipts function will be displayed since this is the most common function used.   However, this document will begin with an explanation of the Client function.

Clients

The Client function can be used to add, change or delete a client.   The list screen displays all the clients while the detail screen provides detail information on a single client.    Select the Client Tab to access this function.

List Screen

All clients appear on the list screen and can be filtered by using the filter button on the tool bar.    Select the desired client on the list screen and then go to the detail screen to view that client's information.
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The Client Unspecified is used to enter cash receipts for unbilled items. This client will not show up on the Billing Screen dropdown.   
Detail - Clients

The Detail Clients screen displays the address where Invoices and Statements will be addressed. Other detail contact information is also stored here. If any information needs to be changed, go to that field and type in the new information, and then click on the check mark  (√ ) on the tool bar to post those changes.
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Adding a Client

Click on the plus sign (+) on the tool bar and begin adding the Client information in the appropriate boxes. Click on the check mark (√ ) to post the information after entering it.

Deleting a Client

Click on the minus sign (-) on the tool bar. A dialog box will come up letting indicating if the client can be deleted (no bills for this client can exist). Click OK at the dialogue box.

Billing
The Billing function creates bills (invoices) for one or more clients.     The billing process starts with the creation of a batch, followed by the entry of bills and ends with the posting of the batch.   Once a batch is printed, invoices can be posted for that batch.   

The list screen shows all existing bills and allows one to filter to a selected group of bills.   The detail screen allows for entry of a new bill or changes can be made to bills in batches which have not posted.   
List Screen

The List Screen allows detail data records to be filtered by the bill number, batch name, transaction dates, bill type or Client.  Also you can choose to look at All Years or only the current Fiscal Year.   To clear the current search criteria and choose new criteria use the pencil erasure.
                                                          To delete a batch
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List Screen - Starting A Batch

Click on the piece of paper with sunshine behind it located near the Batch dropdown to start entering a new batch.  A prompt will be displayed for entry of batch name (up to 50 characters).   The batch name can be alpha or numeric. After the batch is started, go to the detail screen to begin entering the detail records in that batch.

Billing-Detail Screen
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View the detail information for a bill that was selected on the list screen.

Entering Bills

After a new batch is started, information for a new bill can be entered. The bill number may be auto-generated number or entered depending on the Default chosen. Do a drop down on the bill types to choose the correct one. Choose the client being billed, enter a purchase order number (Client PO) if there is one, choose a debit and credit account for this bill. Order By is the name of the person ordering the item from the client. Comment is used to put additional information on the bill. Transaction date will default to the current date but can be changed.   The following bills will continue with this date until it is changed again.  The status of the bill will become will become Complete when all the required information is entered.  The status  will update automatically.

To enter detail invoice information click on the plus sign (+) on the left side of the bottom of the Billing Detail Screen. Enter a quantity, description and unit price. The amount will calculate. If further lines are needed hit return or plus sign (+ ) on the left for a new line.

To enter the next bill click on the plus sign (+) at the top of the form while viewing the detail screen and begin entering the information for the next bill. To check the total for bills entered go back to the list screen and view the total at the bottom of the screen.  A batch report to check information entered is available by going to View-Reports-Invoice Log and double clicking. Do the dropdown, select a batch and click OK.
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A copy of the Invoice Log for this batch will be printed.
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Changes can be made to the bill such as changing the client, amount, accounts, etc., until an original bill is printed. Make any changes necessary to the bills.   An invoice can be deleted at this point by clicking on the minus sign  (-)on the detail bill record.

Printing the Bills

When ready to print the invoices, choose the desired batch from the Billing List screen and click on the printer on the toolbar. A dialog box appears to choose the copy(s) of the bill to be printed: Original, Remittance, File or Draft. The batch must be in a Complete or Printed Status to print the bills. If additional copies are required just repeat the above steps. After the bills are printed the first time, the batch goes to a Printed Status and the date on the invoice is the date that the invoice will be aged. Additional printed copies will not change this date.  The Draft Bill option does not make the bill change to a printed status so changes can still be made to the bill until one of the other Bill print options is chosen. 
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The only changes that can be made to the bills after printing them in a non-Draft format is account number changes.  After the bill is posted no changes can be made.
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To print an individual bill, go to the Billing-Detail screen for that bill and click on the printer icon on the tool bar. A dialog box appears to choose the copy(s) of the bill to be printed: Original, Remittance, File or Draft.

Posting the Bills

To post the bills to the General Ledger, go to the Billing-List screen and choose the batch to post from the Batch Dropdown.  A batch must be printed before it can be posted.   Click on the envelope next to the Batch Dropdown. A warning will appear "Billing Batch about to be posted. Do you wish to continue?" Choose yes.
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An invoice log will be printed at the default printer.  The Client Name is sent as the description for the Journal Entry.
Voiding A Bill

After a bill has been posted, it cannot be deleted. It, however, can be voided. The original invoice stays in the database, but the outstanding balance becomes zero and the status changes to a void status. A Journal Entry is sent to the ledger to back of the entry that was made when the invoice was posted.  Only bills that have had no Receipts applied to them can be voided.
To void a bill go to the Billing-Detail tab on the bill that must be voided. Click on the hand with an eraser.  A dialog box will come up asking are you sure you want to void this bill.  Choose Yes.  The status of the bill will change and the appropriate journal will be sent to the ledger.  The word Void and the Client Name is sent as the description in the journal entry.
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Cloning A Bill
If you would like to make a copy of a bill to alter to make a new bill.  Go to the detail screen of the bill you would like to copy and access Actions, Clone Bill.  You must have an open Billing batch.  You will be asked what batch you would like the new bill to be put in.  It will default to the last open batch you were in, however, this can be changed.  A copy of the bill will be put in this batch with either the next auto-generated bill number or blank, based on your District Setup.  Changes can then be made to this bill as needed.
Billing Receipts

The Billing Receipts screen lists all the cash receipts that have been entered against the bill chosen on the list screen. No changes can be made to the data on this screen.
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Receipts

The Receipts function provides the ability to enter payments to invoices and payments for items not billed.     The first step in this process is to create a batch.     Then, payments are applied to the batch.       The last step in the process is to post the batch.      The List screen shows cash receipts and can be filtered to a selected batch, client, transaction date, billing number, or a combination of the above.      
List Screen

All cash receipts can be filtered by Client, Transaction Date, Receipt #, Remit Description or Batch. To clear the filter criteria use the pencil/eraser.
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Detail - Receipts

The Detail Receipts screen displays the detail information on a Cash Receipt.

Cash Receipts - Starting a Batch

On the Receipts - List screen click on the piece of paper with the sunshine next to the Batch Dropdown to start a batch.

                                                                                            To delete batch
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A prompt will be displayed to enter the batch name.  This can be alpha or numeric. After the batch is started, go to the detail screen to begin entering the detail records in that batch.

On the debit tab, begin entering the total of the amount paid, change the default debit account if it is incorrect, choose check, cash, wire, JE or multiple if the deposit has many items and you don’t want to break it down. If check is entered and check # must be entered.  Start entering the client name and choose the client or use the dropdown.  The client “--Not Specified—“ is used to enter cash receipts for unbilled items being paid.
Remit description is used in conjunction with the non-specified client cash.  The payer name or a description of the receipt can be entered as the remit description.  The transaction date defaults to the current date but can be changed to +/- the number of days set in the District Setup.  If the date is changed it will continue with this date until it is changed.  
Receipt #’s can be auto-generated or keyed manually based on the District 
Setup.

If you tab through the debit amount it will default to the full amount of the receipt.  This amount can be changed.  If multiple debits are required hit the + sign along the lower left and another line will be added.
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Click to the credit tab along the left.  The bill #'s for the chosen client will appear in the dropdown for bills. Type in the credit account. The amount will default to the amount of the bill chosen; however, this can be changed if they are not fully paying the bill.

Continue choosing bills until the Paid Amount is fully allocated. To get additional lines choose the + on the lower left. If a line needs to be deleted use the - minus sign to delete it. Cash can be applied to a Client Account without a bill by choosing the blank bill number and entering the credit account and amount.  If the client is unspecified the bill number dropdown will not appear on the screen.
If you want different descriptions sent to the ledger by line, use the Ledger Detail Line Description.
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 The receipt should go to a balanced state if all required information is entered and the receipt balances.
To begin the next check choose the  plus sign (+) on the toolbar and enter the next payment. Totals can be verified on the List Screen. To print a Cash Receipt Log, choose View Reports, then Receipts Log. Choose the desired Batch Name. The report will display and can be printed it by clicking on the printer icon on the toolbar.
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Printing Cash Receipts Batch

Most districts will not print receipts; however, the capability exists to print the batch of receipts. This can be done by going to the list screen and choosing the batch via the dropdown. Then click on the printer icon on the toolbar. The receipts will be printed to the default printer. An individual receipt can be printed from the detail screen by just clicking on the printer icon on the toolbar.

Changes can be made to the Cash Receipts batch before it is posted by going to the Receipts-Detail screen for the receipt to be changed. Just change the incorrect information by typing over it with the correct information or by deleting it using the minus (-).

Receipts Posting

To post a receipts batch to the ledger, go to the Receipts List Screen and choose the desired batch via the batch dropdown and click on the envelope near the batch dropdown. A warning will appear "Receipt Batch About to be Posted, do you wish to continue?" Choose yes.  The Client or Remit Description for the Unbilled Client is sent to the ledger as the journal entry description.  If the line item description is used this will go to the ledger instead.  
Voiding A Receipt
After a receipt has been posted, it cannot be deleted. It, however, can be voided. The original receipt stays in the database, but the outstanding balance of the invoice it was applied to is restored. A journal entry is sent to the ledger to back out the original entry that was made when the receipt was posted.    

To void a receipt go to the Receipts-Detail tab on the receipt that must be voided. Click on the hand with an eraser. A dialog box will come up asking if you are sure you want to void this receipt.  Click Yes.  Another box will come up so that a void reason can be entered.  NSF is the default but can be changed.  The status of the receipt will change and the journal will be sent to update the ledger.  The word Void and the Client Name is sent as the description to the ledger in the journal entry.

Available Reports

To see the Reports Available, choose View-Reports off the top menu. The following Reports are available:
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Cash Receipts Log

The receipts log is a listing of receipts and their detail entered in a particular batch.

Cash Receipt Reports

These reports provide the Cash Receipts information for a selected date range, sorted by Client, Account or Remit-type. A Deposit Slip Report is provided that includes only the remit type of checks. This report is used as the backup for the bank deposit.
Client List

This report provides a listing of the Clients in the database and their addresses.

Client Statement

This report is sorted by Client and is intended to be mailed to the Client to show all invoices that have an outstanding balance at the time the report is run. It is formatted for mailing in a window envelope. The next billing date needs to be entered in the dialog box to print on the bottom of the statement.

Invoice Aged Report
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This report can be sorted by Client, Account # or Invoice Type.   If invoice type is selected, a choice must then be made of which types to print.  The Aging Date for the report must also be selected.  This date will be compared to the invoice date to determine the age of an invoice.  You can also to choose only those invoices with a certain age by clicking off those you are not interested in seeing.
Invoice Log

The invoice log is a listing of invoices and their detail entered in a particular batch.

Void Report
This report provides information on voided Bills or Receipts for a selected time period.
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